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DEPARTMENT OF HEALTH & MENTAL HYGIENE 
PUBLIC HEALTH SERVICES PREVENTION AND HEALTH PROMOTION ADMINISTRATION 

SECRETARIAT OFFICE/A"'1 | -"STRATION/BOARD 
This schedule supersedes schedules 856A, 950, , 1141, 1419, 1419-A1, 1420, 1760,1759, 1958, 2263 and 2331. 

Item No. I Description of Records Series (from Inventory Form) Authorized Retention Period & Instructions 

2. 

MATERNAL AND CHILD HEALTH BUREAU 

OFFICE OF THE MARYLAND WOMEN. INFANTS AND 
CHILDREN (WIC) PROGRAM 

A. WIC Program Vendor Files 

B. WIC Vendor Revalidated Checks 

C. WIC Fiscal Records 

OFFICE FOR GENETICS AND PEOPLE WITH SPECIAL 
NEEDS 

A. Metabolic Nutrition Program Patient Files 

B. Sickle Cell Disease Program Parent Consent Forms 

C. Infant Hearing Program Test Results 

D. Children's Medical Services Patient Charts 

1 A) Retain for at least THREE (3) YEARS following 
the date of filing the final closeout report for the period 
to which the report pertains, then destroy. 

IB) Retain for at least THREE (3) YEARS following 
the date of filing the final closeout report for the period 
to which the report pertains, then destroy. 

1C) Retain for at least THREE (3) YEARS following 
the date of filing the final closeout for the period to 
which the report pertains, then destroy. 

2A) Retain for THREE (3) YEARS after the age of 
majority of FIVE (5) YEARS after the record is made 
- whichever is longer, then destroy. 

2B) Retain for THREE (3) YEARS after the age of 
majorityoc FIVE (5) YEARS after the record is made 
- whichever is longer, then destroy. 

2C) Retain for THREE (3) YEARS after the age of 
majority or FIVE (5) YEARS after the record is made 
- whichever is longer, then destroy. 

2D) Retain records of clients under age twenty-two 
(22) until TEN (10) YEARS after the last notation in 
the file or until age TWENTY-FOUR (24) YEARS, 
whichever is longer, then destroy. 
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DEPARTMENT OF HEALTH & MENTAL HYGIENE 
PUBLIC HEALTH SERVICES 

S E C R E T A R I A T 

PREVENTION AND HEALTH PROMOTION ADMINISTRATION 
O F F I C E / A D M I N I S T R A T I O N / B O A R D 

Item No. Description of Records Series (from Inventory Form) Authorized Retention Period & Instructions 

3. 

E. Children's Medical Services Fiscal Records 

F. Birth Defects Reporting and Surveillance Forms 

PRIMARY CARE & COMMUNITY HEALTH BUREAU 

CENTER FOR CANCER PREVENTION AND CONTROL 

A. Breast and Cervical Cancer Diagnosis and Treatment 
Program 
1. Client applications, biopsy results, operative results, 

mammograms, clinical breast examinations and other 
reimbursement records related to prescribed 
screening, diagnosis and treatment. 

B. Breast and Cervical Cancer Screening Program 
Screening Component -for Local Health Departments 
1. Client applications, screening and diagnostic test 
results and other reimbursement records related to 
prescribed screening, diagnosis, and treatment 

C. Colorectal Cancer Control Program 
Screening Component —for Local Health Departments 
1. Client applications, screening and diagnostic test 

results and other reimbursement records related to 
prescribed screening, diagnosis, and treatment. 

D. Maryland Cancer Fund (MCF) 
1. MCF Treatment Grant files including program 

applications (Maryland Health Insurance Program 
(MHIP) and non-MHIP), proof of residency, proof of 
income, physician's diagnosis letter, treatment plan 
and budget, certification, fiscal budget; Standard 
Grant Agreement; award letter; funding certification; 
DHMH 437/438/440; invoices/patient bills/receipts; 
final comprehensive report; correspondences; and 
related records. 

E. Maryland Cancer Registry (MCR) 
1. Hard copy tumor abstract reports submitted to the 

MCR containing patient information on reportable 
tumors including data on demographics, diagnosis, 
staging, treatment, vital status, cause of death. 

2E) Retain for FIVE (5) YEARS, then destroy. 

2F) Retain for THREE (3) YEARS after the age of 
majority or FIVE (5) YEARS after the record is made 
- whichever is longer, then destroy 

3A) Retain for SEVEN (7) YEARS after the last date 
of service, then destroy. 

3B) Retain for TEN (10) YEARS, after the last date of 
service, then destroy. 

3C) Retain for TWELVE (12) YEARS, after the last 
date of service, then destroy. 

3D) Retain in office for FIVE (5) YEARS following 
completion of grant and until audit requirements are 
met, then transfer to State Records Center. Retain at 
the State Records Center for TEN (10) YEARS after 
award period completion, then destroy. 

3E1) Retain records submitted in for ONE (1) YEAR 
after finalizing incidence year, then destroy. 
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DEPARTMENT OF HEALTH & MENTAL HYGIENE 
PUBLIC HEALTH SERVICES 

SECRETARIAT 
PREVENTION AND HEALTH PROMOTION ADMINISTRATION 

OFFICE/ADMINISTRATION/BOARD 

Item No. Description of Records Series (from Inventory Form) Authorized Retention Period & Instructions 

4. 

2. Processed electronic MCR master tumor database of 
tumor abstract reports and of the consolidated tumor 
records. 

3. Original electronic abstract reports submitted to MCR 
or to MCR contractor for Quality Assurance and Data 
Management. 

4. Death Certificates; National Death Index Data; Social 
Security Death Index data 

5. Records of requests for MCR data: 
a. Hard copy data, notes, MOU/Agreement for 

data release, confidentiality agreements. 

Electronic records of data requests such as 
spreadsheets and linkage data. 

CIGARETTE RESITUTION FUND PROGRAMS UNIT 

A. Clinical Documents and Correspondence (for CRFP Unit 
Use Only) (Clinical documents and correspondence 
submitted to the CRFP for the purpose of clinical review 
related to screening, diagnosis and treatment, program 
notes, laboratory results, procedure reports, medical bills, 
and other clinical documents related to the prescribed 
screening, diagnosis and treatment) 

B. Grant Applications, Grant Awards and Contracts (for 
local health departments, academic centers, sub-vendors, 
hospitals, private grantees) 

3E2) Retain PERMANENTLY. Transfer to Maryland 
State Archives every FIVE (5) YEARS. 

3E3) Retain PERMANENTLY. Transfer to 
Maryland State Archives every FIVE (5) YEARS. 

3E4) Retain for ONE (1) YEAR after death 
information has been entered into the consolidated 
tumor records (Item 3E2), then destroy. 

3E5a) Retain for FIVE (5) YEARS after the study for 
which the records were requested for are completed, 
then destroy. 

3E5b) Retain for TEN (10) YEARS after the study for 
which the records were requested for are completed, 
then destroy. 

4A) CRFP Unit to screen annually, discarding material 
that is no longer needed and moving inactive records 
to State Records Center. State Records Center to retain 
inactive records for FIVE (5) YEARS after 
completion of fiscal year, then destroy. 

4B) Retain grant applications, grant awards and 
contracts for FIVE (5) YEARS after completion of 
fiscal year and until audit requirements are met, then 
destroy. 
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DEPARTMENT OF HEALTH & MENTAL HYGIENE 
PUBLIC HEALTH SERVICES 

S E C R E T A R I A T 

PREVENTION AND HEALTH PROMOTION ADMINISTRATION 
O F F I C E / A D M I N I S T R A T I O N / B O A R D 

Item No. Description of Records Series (from Inventory Form) Authorized Retention Period & Instructions 

C. Financial Records (Budgets, Invoices, Budget 
Modifications, and other budget-related documents) 

D. Reports (Site Visit Reports, Progress Reports, and Data 
Reports) 

E. Annual and Final Reports (End of Year Expenditures 
Reports (440-440A), Annual Cancer Reports) 

F. Program Correspondence (CRFPU correspondence to 
programs, Coalition meeting minutes) 

G. Clinical Records (for CPEST-Funded Programs' Use 
Only) (Client applications, clinical records of screening 
and diagnostic and treatment services provided through 
the CPEST program, medical bills, and reimbursement 
records related to prescribed screening, diagnosis, and 
treatment) 

4C) Retain for FIVE (5) YEARS after completion of 
fiscal year and until all audit requirements are met, 
then destroy. 

4D) Retain for FIVE (5) YEARS and until all audit 
requirements are met, then destroy. 

4E) Retain PERMANENTLY, transferring to 
Maryland State Archives when no longer needed. 

4F) Retain for FIVE (5) YEARS after completion of 
fiscal year, then destroy. 

4G) Retain for TWELVE (12) YEARS, after the last 
date of service, then destroy. 
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DEPARTMENT OF HEALTH & MENTAL HYGIENE 
PUBLIC HEALTH SERVICES 

SECRETARIAT 
PREVENTION AND HEALTH PROMOTION ADMINISTRATION 

O F F I C E / A D M I N I S T R A T I O N / B O A R D 

Item No. 

5. 

Description of Records Series (from Inventory Form) 

ENVIRONMENTAL HEALTH BUREAU 

Campground Files (program ended 07/01/2009) 
A. Applications 
B. Inspection Reports 
C. Facility Plans 
D. Correspondence 

Migrant Labor Camp Files (program ended 07/01/2009) 
A. Applications 
B. Inspection Reports 
C. Facility Plans 
D. Correspondence 

Mobile Home Park Files (program ended 07/01/2009) 
A. Applications 
B. Inspection Reports 
C. Facility Plans 
D. Correspondence 

Outdoor Music Festival Files (program ended 07/01/2009) 
A. Applications 
B. Inspection Reports 
C. Facility Plans 
D. Correspondence 

Aquatic Facility and Venue Files 
A. Applications 
B. Construction Permits 
C. Alteration Permits 
D. Replacement Permits 
E. Plans and Equipment Specifications 
F. Inspection Reports 
G. Correspondence 

Authorized Retention Period & Instructions 

5A - D) Retain for THREE (3) YEARS, then destroy. 

6A - D) Retain for THREE (3) YEARS, then destroy. 

7A - D) Retain for THREE (3) YEARS, then destroy. 

8A - D) Retain for THREE (3) YEARS, then destroy. 

9A - G) Retain for THREE (3) YEARS, then destroy. 
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DEPARTMENT OF HEALTH & MENTAL HYGIENE 
PUBLIC HEALTH SERVICES PREVENTION AND HEALTH PROMOTION ADMINISTRATION 

O F F I C E / A D M I N I S T R A T I O N / B O A R D SECRETARIAT 

Item No. 

10. 

11. 

12. 

13. 

Description of Records Series (from Inventory Form) Authorized Retention Period & Instructions 

Camp 

A. 
B. 

C. 
D. 
E. 
F. 
G. 

Files 

Applications 
Certificates, Letters of Compliance 
Acceptance Letters 
Inspection Reports 
Facility Plans 
Correspondence 
Annual Reports 
Injury/Illness Report Forms 

and 

10A - G) Retain for THREE (3) YEARS, then 
destroy. -

Electronic Licensing, Permitting and Inspection Database for 
youth camps, aquatic facilities and venues, mobile home 
parks, campgrounds, migrant labor camps, and outdoor music 
festivals. (This database contains data on each licensed facility, including 

applicant location, application information, fees and permits or licenses 

issued, inspections, violations, regulatory action and license status.) 

Environmental Health Complaints 

A. Clean Indoor Air Act Complaints 
B. Consumer Product-Related Complaints 
C. Complaints related to General 

Environmental/Housing Conditions 

Product Safety Administrative Correspondence 
Correspondence related to Consumer Product Safety 
Commission reports, complaints from companies and citizens 
regarding children's toys and clothing, complaints regarding 
the safety of different products, Division of Product Safety 
Regulations and general correspondence on everything 
pertaining to safety and protection for the consumer. 

11) This is a CONTINUOUSLY updated electronic 
record. A copy of the record will be provided to the 
Maryland State Archives every THREE (3) YEARS. 

12A - C) Retain for THREE (3) YEARS, then 
destroy. 

13) Retain for THREE (3) YEARS, then destroy. 


